
EXECUTIVE ASSISTANT  
The Executive Assistant reports directly to the Country Director (CD) or designate and contributes to the 
smooth and efficient operation of Peace Corps Benin by providing executive level administrative support 
and assistance to the CD and other members of the senior management staff as directed by the CD. This 
person serves as the primary point of contact for the CD and may be designated to serves a Duty Officer. 
Routine work will be performed with minimum guidance. Due to the myriad of duties required, the 
incumbent will need a strong sense of prioritization and organization and can reasonably expect to work 
some evening, holiday and weekend hours.  The incumbent is authorized to act as an Occasional Money 
Handler (OMH). 
  
Required Education, Experience, Skills, and Abilities: 
A University degree (at least BAC + 3), thorough knowledge of modern office procedures, knowledge of 
protocol; training in business administration. Two to five years administrative/secretarial experience.  
Good working knowledge of office management procedures and administrative responsibilities.  
Knowledge of Microsoft Office programs (Word, Power Point, Access, Outlook, and Excel), filing and 
office management procedures. Must be able to build and maintain good interpersonal relationships 
with colleagues, volunteers, and supervisors. Must be dynamic, innovative and be a problem solver. 
Have good organization and planning abilities, be a team worker with a high level of integrity and able to 
maintain confidentiality. Be able to work under pressure. Minimum Level V English (in both spoken and 
written) and French, with the ability to translate official documents and reports.   
 
Supervision: The Executive Assistant is supervised by the Country Director or designee with some work 
duties conducted in close coordination with the Director for Programming and Training, Director of 
Management and Operations, Peace Corps Medical Officers, and/or the Safety and Security Manager.  
 
Support to the Executive Office 

 Manages the CD’s schedule - serves as the primary point of contact for the CD; maintains CD and 
Post calendar; screens and responds as appropriate to phone calls, correspondence, and other 
inquiries 

 Ensures the timely dissemination of information to staff. Assists the CD in scheduling periodic staff 
meetings and retreats; taking official minutes at all staff meetings, retreats, etc. and distributing 
these notes to appropriate staff members following the meeting or retreat; issuing staff notices on 
behalf of the CD. 

 Assists the Country Director in achieving Post’s goals and objectives by tracking priorities and 
deadlines; maintaining schedules to ensure timely planning and evaluation; and participating in 
discussions related to planning and budget in staff meetings and retreats. 

 Helps maximize Peace Corps Volunteer efforts through assisting the CD in responding timely to 
requests and issues presented by Volunteers; and assisting with arrangements for PCV conferences 
and meetings. 

 Ensures all travel arrangements are efficiently handled for the CD, post visitors, and others as the CD 
requests - plans and coordinates travel schedules; making reservations for travel and lodging; 
making sure that country clearances are obtained when necessary; and following up with thank you 
letters following visits as appropriate. 

 Provides positive public relations by - assists the CD in complying with the appropriate Benin 
government representatives and other diplomatic protocols; serving as the CD’s liaison with various 
constituencies such as RPCVs: welcoming guests and answering inquiries; assisting in the 



preparation of briefing materials, brochures, and other materials about PC Benin; and recording and 
maintaining knowledge of PC Benin’s history, current programs and events. 

 Ensures continuity of CD’s authority during the absence of the CD – prepares and distributes the 
CD’s delegation of authority as appropriate prior the CD’s departure from Post. 

 Ensures clear and appropriate communications/protocol with the Government of Benin, other US 
Government agencies, Peace Corps Washington, and partners - drafts and maintains 
correspondence, reports, presentations, briefing materials, and other materials in the appropriate 
diplomatic format and language in English and/or French as needed for review and approval by the 
CD;  

 Ensures the overall efficiency and quality of operations – works as a supportive and cooperative 
member of the PC Benin team as it works to fulfill the vision, goals and objectives of the Post. 

 
Volunteer Support 

 Provide Support to Peace Corps Response Volunteers on their orientation, programs, 
administration, and close of service. 

 Serve as PC Response Volunteer Liaison 

 Maintains the PCV maps in the CD’s office and the Third floor.  Adding and deleting names as 
needed 

 Print and file aspiration statements and resumes for all trainees 

 Prepares language certificates for PCVs, as requested 

 Serves as the Point of Contact for World Wide Schools 

 Assist CD and PCV Liaison on volunteer issues as needed, serves as back up PCV Liaison 
 
Post Management, policies, procedures and staff support  

 Ensures that PC Benin documents and records are managed according to official Peace Corps policy - 
establishes and maintains an efficient and up-to-date central filing system including a listing of the 
location of each file; providing copies of the listing to unit supervisors and others as needed; being 
familiar with file retention requirements and disposing of files that are no longer required; and 
advising other departments as needed in setting up their filing systems. 

 Drafts immigration, customs and related correspondence.  

 Prepares all documentation for USDH work related documents visas, maintains and updates USDH 
files of visa photos.  

 Works with Immigration services and various Embassies Officials to secure entry, exit, re-entry and 
renewal visas, passports, passport renewals, and any special identification cards or permits for 
USDHs and official visitors.  

  Assists the Admin Unit in distributing position advertisements, scheduling interviews with 
candidates and conducting reference checks.  

 Serves as Post’s Record Manager 

 Plans and coordinates arrangements for receptions, staff retreats, and social activities for staff 

 Ensures that staff retreats and other staff activities are well organized, efficient and contribute to 
improving staff morale; researches and previews appropriate facilities to assure the best use of 
resources; coordinates the logistics, housing, food, equipment and activities; assists with 
preparation of schedules and compilation of materials; and provides hospitality for staff activities.  

 Ensures the timely distribution of PC correspondence - develops and monitors procedures for 
effective and timely distribution of communications from PC Washington, newsletters, journals, 
correspondence, and other such communication. 



 Promotes employee recognition and encourages staff morale - monitors and advises the CD of the 
schedule for various official recognition ceremonies given by the US Embassy; organizes activities 
such as periodic birthday lunches and other activities that staff would enjoy and that would help 
improve staff morale; and developing proposals for periodic staff activities for the CD’s approval.   

 
Safety and Security        
Ensures the safety and security of PCVs and staff -  understands and accepts that every individual with 
any involvement in the operations of Peace Corps Benin, whether U.S. Direct Hire, U.S. Personal Services 
Contractor, Foreign Service National, Foreign Service Personal Services Contractor or Volunteer / 
Trainee has duties and responsibilities directly and / or indirectly associated with Safety and Security.  
These duties and responsibilities include, but are not limited to, the following: 

 Awareness and understanding of all directives of Peace Corps regarding Safety and Security; 

 Awareness and understanding of emergency procedures at both home and office; 

 Awareness and understanding of the Peace Corps Benin Emergency Action Plan (EAP); 

 Availability, at both home and office, of staff and Volunteer contact phone numbers and e-mail 
addresses in case the stated individual is directed to establish emergency contact and provide 
emergency information; 

 Assisting the CD as directed and necessary in performing the safety and security duties of the CD 
with particular responsibility for activating the phone tree to notify Volunteers and staff members in 
the event of an emergency or a test of the EAP 

 Updates the CD phone with pertinent data and up to date contact information. 

 Serves as a Duty Officer in accordance with Peace Corps Benin Duty Officer Handbook  
 
Occasional Money Handler (OMH) 
As an OMH, the PSC may be required to courier cash and/or purchase orders to various vendors who 
furnish supplies and/or services to PST/IST training site, or other locations as directed by the Contracting 
Officer. The PSC may also be required to courier cash to PC trainees or volunteers. The PSC will not be 
functioning as a procurement or disbursing official but will only be acting as an intermediary between 
the Contracting or Disbursing Officer and the recipient. In the case of dealing with vendors, the PSC will 
not exercise any procurement discretion concerning the supplies or services to be purchased or the cost 
limits of these purchases; these will be determined by the Contracting Officer. 
 
The Contractor is subject to worldwide availability and may be requested by the Peace Corps to  be 
reassigned or transferred permanently to another Peace Corps Post /Headquarters or perform temporary 
duties (TDY) as required and to travel to other assignments within Peace Corps as assigned. Any such 
reassignment or transfer shall be subject to agreement of the Contractor. The statement of work as 
defined will remain the same; however the duties may be subject to change as determined by the 
Contracting Officer.  


